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CHAPTER I 
THE PROBLEM AND DEFINITION OF TERM USED 
Continual addit ions t o  the  curriculum have imposed 
more d u t i e s  on teachers and pr incipals .  A r e a l  need has  
developed f o r  ass is tance  i n  taking care of rout ine  t a sks  not  
concerned with teaching. These routine jobs can well be 
taken ca re  of by c le rks  i n  the o f f ices  of public  elementary 
schools 
I. THE PROBUM 
Statement af the ~rob lem.  The purpose of t h i s  p ro j ec t  
was t o  make a survey of the  du t i e s  of c le rks  i n  t he  Des Moines 
Independent Community Elementary Schools, and in l i g h t  of what 
a u t h o r i t i e s  considered e s sen t i a l  and per t inen t ,  make recommen- 
dat ions  t h a t  might be used t o  improve the e f f i c i ency  of 
i n s t ruc t ion  i n  these schools. 
Imor tance  of the studs. Teachers and p r inc ipa l s  a r e  
t ra ined  t o  teach and lead boys and g i r l s .  To be able  t o  bring 
out the  g r e a t e s t  po t en t i a l  i n  each individual  takes  t h e  and 
undivided a t t en t ion .  Routine du t ies  such a s  pupil  accounting, 
completing forms and f i l i n g  could b e t t e r  be done by an o f f i c e  
clerk.' Expanding the  jobs t h a t  could be done by a  c l e rk ,  thns  
lL. M. Rich, "Cler ica l  Help For Pr incipals ,"  Nationak 
Elementary p r i n c l ~ a l ,  XXXII I  (December , 1953) , 12. 
guide his teachers, should help provide better learning 
situations. 1 
I I . PROCEDURE 
In this report, nonteaching duties of the teachers and 
the principals in the elementary schools are considered. The 
examination of the duties now being performed by the clerks in 
Des Moines elementary public schools was made by use of a 
questionnaire sent to each elementary principal. 
Sources of data. The primary sources of data for this 
project were professional textbooks, journals, handbooks, and 
paxphlets which have special reference to clerical duties in 
elementary schools. Interviews with administrative personnel 
who are responsible for clerical help in the Des Molnes ele- 
mentary schools ware held. Data were also obtalned through 
the use of a questionnaire (see Appendix) sent to the elementary 
school principals in Des Moines. In addition a list of clerical 
duties was secured from the Research Division of the National 
Association of Educational Secretaries. This group is a depart- 
ment of the National Education Association. 
Plan a procedure. The method in this survey was to 
read the accessible books and periodicals on the subject of 
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of c l e r i c a l  d u t i e s  and r e spons ib i l i t i e s  t o  ascer ta in  c r i t e r i a  
by which the  present  du t ies  of c le rks  i n  the  Des Moines e le -  
mentary schools  could be examined. In addi t ion,  administra- 
t i v e  personnel responsible fo r  c le rks  i n  Des Moines were 
interviewed t o  determine the du t ies  they had i n  mind when 
c l e rks  were f i rs t  assigned t o  the elementary schools in the  
f a l l  of 1949. 
The present  du t ies  of the c le rks  i n  the  Des Moines e le -  
mentary schools were then examined i n  the l i g h t  of the c r i t e r i a  
drawn from a synthes is  of au thor i t a t ive  opinion a s  expressed In 
the  l i t e r a t u r e .  A recommended plan f o r  du t i e s  was then pro- 
posed. 
Limitat ions pf the studs. This study was l imi ted t o  
the  d u t i e s  of c l e rks  i n  the f i f t y - s i x  public  elementary schools 
i n  Das Moines, Iowa. 
Def ini t ion of the term used. In many a r t i c l e s  t he  non- 
c e r t i f i c a t e d  workers i n  l oca l  school o f f i ce s  a r e  re fe r red  t o  
a s  the  secretary-clerk.  In th i spro jec t  the c le rk  i s  re fe r red  
t o  a s  an employee of a school who does rout ine  and mechanical 
c l e r i c a l  work i n  the school off ice.  
Thb o r ~ @ n i z a t i  O n  - of - the project .  The organizat ion of 
t h i s  p r o j e c t  includes four chapters. The introductory chapter  
conta ins  a statement of the  problem and i t s  s ignif icance,  the  
scope of the project, sources of data for the study, the plan 
of procedure, limitations of the study, definition of the 
term used, and the organization of the project. 
Chapter I1 is a report of findings on clerical duties 
in elementary schools. 
Chapter 111 presents a report of the results of the 
survey. 
chapter IV consists of the summary, conclusions, and 
recommendations. 
CHAPTER I1 
REPORT OF FINDINGS ON CLERICAL DUTIES 
I N  ELEMENTARY SCHOOLS 
Teachers, p r inc ipa l s ,  and administrators  of the e le -  
mentary schools  have long been disturbed by the  amount of 
time consumed by rout ine  t asks  t h a t  take them away from 
t h e i r  primary job of teaching and leadership. The records 
they keep and du t i e s  they perform a re  necessary t o  maintain 
a well-organized school, but someone who i s  not  charged w i t h  
the  d u t i e s  of teaching and guidance could perform the c l e r i c a l  
tasks .  Elsbree  s t a t ed ,  "To perform h i s  d u t i e s  adequately, it 
i s  safe t o  say it i s  imperative t h a t  today's  p r inc ipa l  have 
c l e r i c a l  a ss i s tance .  Not only the p r inc ipa l ,  but the  
teachar  a s  wel l  can be aided by a decrease i n  c l e r i c a l  d u t i e s  I 
and in t e r rup t ions .  Walter wrote, "Some of t h i s  i s  unavoidable; 
some can be reduced. The secre tary  should pe r iod i ca l l y  check 
her  procedures and prac t i ces  t o  see i f  the re  i s  some way i n  
which she can fu r the r  reduce these inroads on a t e ache r ' s  time 
and teaching. ~2 
'willard S. Elsbree and H. J. McNally, Elementary School 
Adm a d Supervision (h'ew York: American Eook Com- 
*6. 
Z Ralph Walter, "The School Secretary and the  Faculty, '  
Educatione& D h e s t ,  X I V  ( l ay ,  19491, 35- 
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I. HISTORICAL DEVELOPMENT OF CLERKS 
I N  ELEMENTARY SCHOOLS 
Elementary schools i n  the  nineteenth century d i d  no t  
have the  need of c l e r i c a l  help a s  markedly a s  do modern 
schools. Those schools kept fewer records on pupi ls  and 
required fewer suppl ies ,  due t o  a  more r i g i d  curriculum, The 
p r inc ipa l  was a f i l l - t ime  teacher having no spec ia l  place f o r  
an o f f i ce .  Reavis reported t h a t  by 1875 space designated f o r  
o f f i ce  purposes began t o  appear in a rch i t ec tu ra l  plan of e le -  
mentary school buildings and tha t  these spaces were j u s t  good- 
sized c lo se t s .  1 
With the  p r inc ipa l  teaching f u l l  time, the need f o r  a  
l a r g e r  o f f i c e  was no t  f e l t .  Reavis a l s o  noted t h a t  a s  l a t e  
a s  1900 such la rge  c i t y  school systems a s  Detroi t ,  Chicago, 
and S t .  Louis were not  including of f ice  spaces as  funct ional  
un i t s .  It was in 1920 t h a t  Chicago, one of the  f i r s t  l a rge  
school systems, gave the pr incipal  an administrat ive and 
suparvisory s t a t u s .  A t  t h i s  time the o f f i ce  was beginning t o  
2 
be designed t o  fu r ther  the work of the p r inc ipa l .  
The placing of the emphasis of administrat ion and 
supervision on the  p r inc ipa l ,  the increase i n  school popula- 
t i o n ,  and the  addi t ion of involved record keeping brought 
7 
about t h e  need f o r  c l e r i c a l  a s s i s t ance .  
11. HISTORY OF CLlERICAL HELP I N  DES MOINES 
ELEMENTARY PUBLIC SCHOOLS 
A c o m ~ i t t e e  of f o u r ,  W. C. Findley, George W. Hohl, 
Superintendent  N. Do McCombs, and Ass i s t an t  Superintendent  
C. 0. Hoyt, were the  o r i g i n a t o r s  of the  plan f o r  c l e r k s  i n  
t h e  Des Moines pub l i c  elementary schools ,  according t o  a  
personal  in te rv iew with Y r .  ~ i n d l e ~ . '  This committee had 
d iscussed  t h e  idea  of c l e r i c a l  he lp  i n  the  elementary schools  
f o r  a number of years  before the  plan mater ia l ized .  
It was the  f e e l i n g  of t h i s  group t h a t  the  e l e n e n t a r y  
p r i n c i p a l  should spend more time supervis ing i n  the  classroom. 
Some of t h e  p r i n c i p a l s  were responsible  f o r  two and t h r e e  
b u i l d i n g s ,  o f t e n  with a  t o t a l  enrollment of between e igh t -  
hundred and one-thousand chi ldren .  This aean t  so3etimes a s  
nany a s  t h i r t y  t eachers  under the  supervis ion of one i n d i -  
v idua l .  Thus was need shown f o r  c l e r i c a l  a s s i s t a n c e  t o  keep 
t h e  i n c r e a s i n g  number of records  and f r e e  t h e  p r i n c i p a l  f o r  
nore t ime a s  a supervisor  i n  the  classroom. 
The Des Yoines Board of Education authorized t h e  hiring 
of f i v e  c l e r k s  f o r  the  school year l 9 4 ~ - 1 ~ 5 0 ,  f o r  the  bu i ld ing  
or group of bul l  d ings  under the supervis ion  of one p r i n c i p a l  
'pcrsonal in terv iew,  W. C. Findley, A s s i s t a n t  Superin- 
tendent  of Schools i n  Des Molnes, Iowa, and the  w r i t e r ,  J u l y ,  
1960. 
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whose pupi l  enrollment was In excess of one-thousand pupi ls .  
For Some reason unhown t o  Mr. Findley, only four c l e rks  were 
hired a t  the  beginning of the term. However, one more c l e r k  
was added a t  the c lose  of the 1949-50 school term. 
For t h e  1951-52 school year a new plan went i n t o  opera- 
t i o n  authorizing the  addit ion of eleven new clerks .  This new 
pol icy s t i pu la t ed  t h a t  a pr incipal  was e n t i t l e d  c ler ' ica l  
ass i s tance  if one of the following statements sui ted  h i s  s l t ua -  
t ion:  (1) if the pr inc ipa l  were responsible f o r  three schools,  
(2) i f  the  p r inc ipa l  had two schools and one or  more cafe te-  
r i a s ,  and (3) i f  the  t o t a l  number of pupils  enrolled were i n  
excess of nine-hundred. A t  the close of the  1951-52 school 
year there  were sixteen c le rks  employed, in keeping with the  
above regula t ions .  
The number of c lerks  i n  the elementary schools has 
r i s e n  s t e a d i l y  s ince  the modest beginning i n  1949. During the  ,. 
1958-59 school year there were th i r ty - s ix  such employees in  
the elementary schools, o r  one c lerk  f o r  every pr inc ipa l  
regardless  of pupil  load, number of buildings, or  absence o r  
presence of ca fe t e r i a s .  
It was not the  in tent ion of the four  members of the 
admlnistrat ion who s t a r t ed  the movement toward having c l e rks  
i n  the  elementary schools t ha t  the c le rk  was t o  do c l e r i c a l  
work s o l e l y  f o r  the pr incipal .  The i n t en t ion  was t h a t  t he  
clerk make hersel f  available t o  the teachers i n  the  h i l d i n g  
9 
f o r  t he  Purpose of as s i s t i ng  with t h e i r  c l e r i c a l  work when 
she was a b l e  t o  do so. Individual  teachers  would c l e a r  t h e  
work they  wanted t he  c l e r k  t o  do through the  p r inc ipa l .  
Each building was unique a s  t o  the  exact  d u t i e s  the  
c l e r k  would be responsible f o r  doing. For t h i s  reason the  . 
committee l e f t  the  jobs of the c l e r i c a l  worker up t o  the  
d i s c r e t i o n  of t h e  p r inc ipa l s  i n  the various buildings. No 
uniform handbook of ways of handling work t h a t  would be common 
t o  a l l  bui ld ings  has been formulated t o  date. 
111. NEED OF GUIDE OR CLERICAL HANDBOOK 
It i s  necessary t o  the  welfare of those concerned, the  
p r inc ipa l ,  teachers ,  and c le rks ,  t h a t  they know ju s t  what 
d u t i e s  the c l e r k ' s  job entai ls . '  In addi t ion ,  the c l e r k ' s  
knowledge of the  procedure t o  follow in carrying out  the  
var ious  rou t ine s  expedites  the work. Luck reported the value 
of a handbook t o  analyze procedure, e l iminate  unnecessary 
rou t ine s ,  record the  jobs t o  be done and the  order i n  which t o  
2 
do them, and suggested ways of doing them. Hauser a l s o  noted 
t he  con t r ibu t ions  of a  handbook t o  the e f f i c i ency  of c l e r i c a l  
he lp ,  e s p e c i a l l y  f o r  those c le rks  new a t  the  job. 3 
I Elsbres ,  OJ. u., p. 469. 
2 
Martha S. Luck, mProfessional Training and Status  f o r  
the  Administrat ive Secretary ," Nation's Schools, Z V I I  (Apr i l ,  
19511, 41. 
3 ~ .  J. Hauser. mOff i c e  Procedure Improves Remarkedly -- 
After  s e c r e t a r i e s  ~ o i k  Together t o  Produce a  andb book," 
Nation's S c h o ~ l s ,  XLVIII (July, 1 9 5 1 ) ~  31. 
There a r e  c e r t a i n  rou t ine  jobs having t o  do with 
records and t h e i r  keeping t h a t  could be outl ined c l ea r ly  in 
a  handbook. There a r e  other  jobs t h a t  a r e  peculiar  t o  a  
p a r t i c u l a r  building and need t o  be outl ined and explained by 
the p r inc ipa l .  One wr i t e r  sa id ,  "Training i n  the  specialized 
and rou t ine  school d u t i e s  i s  u sua l ly  given by the  p r inc ipa l  i n  
an elementary school."l Once these jobs a r e  outl ined t h e i r  
procedure should be recorded f o r  fu tu re  reference. Such infor-  
mation could be recorded i n  a  sec t ion  of a  common handbook on 
pages designed e spec i a l l y  f o r  t h a t  purpose. 
In regard t o  the  preparat ion of handbooks Kyte s ta ted:  
Some superintendents or  p r inc ipa l s  prepare handbooks 
of de t a i l ed  guidance f o r  the  school secretary.  These 
handbooks reduce the time t h a t  an executive spends i n  
t r a i n i n g  her  and furn i sh  d e f i n i t e  d i r ec t ions  which she 
can follow. The handbooks include suggested work 
schedules; information about administrat ive and super- 
v i sory  o f f i c e r s ,  r u l e s  and regula t ions;  d i rec t ions  
regarding the  care  and handling of a l l  o f f i ce  machines, 
s p e c i f i c  Information about the  preparat ion of repor t s ,  
t h ~  f i l i n g  of records and repor t s ,  telephone usage, the  
handling of funds, public  r e l a t i ons ,  aid t o  v i s i t o r s ,  
caut ions  regarding personal appearance .* 
The r e spons ib i l i t y  of the p r inc ipa l  toward helping the  
c l e rk  do a b e t t e r  job i s  emphasized i n  small a s  well as  l a rge  
school systems. Elsbree and McNally wrote, " h c h  can be 
l ~ a r i e  A. Gallagher, "School Secre ta r ies  Are Career 
Sec re t a r i e s  , I f  Business Education World, XXI (h'ovember, 1950), 
151. 
2 George C. Kyte, The P r i n c i ~ a l  A t  Work (Boston: Ginn 
and Company, 19521, p- % 
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accomplished by discussing the demands of the job with the 
secretary, and formulating with her the procedures to be 
used. I 
l~lsbrea and McNally, a. &. , p .  471. 
CHAPTER I11 
REVIEW OF Q U E S T I O N N A U i E  ON CLERICAL HELP 
I N  DES MOINES ELEMENTARY SCHOOLS 
I. RESULTS OF THE SURVEY 
A questionnaire was sent to fifty-three elementary 
schools in Des Moines, Iowa, to be completed by the principal 
in the building. All of the questionnaires were returned. 
Fifty-two of the fifty-three questionnaires were answered. 
One building did not have clerical help during the 1959-60 
school year, so there was no information to report. 
The items used in the questionnaire by the investigator 
were secured from a compiled list of clerical duties from the 
Research Division of the National Association of Educational 
Secretaries, journals, handbooks, and pamphlets. In addition, 
1 
the Director of Elementary Education and several principals 
were consulted concerning the items for the questionnaire. Four 
principals in the Des Moines Public Schools examined the ques- 
tionnaire for validation purposes. 
Many principals showed interest in making the study 
complete by writing additional duties the clerks perform in 
their buildings. Some principals made favorable comaents as 
ID~. Merls A. Wilson, Director of Elementary Education, 
Des Moines, Iowa. 
13 
t o  the  worth of t he  c l e rk  i n  t h e i r  building. 
'I'he da ta  from the  questionnaire were compiled t o  f i nd  
out i f  personnel i n  the building having a c l e r k  on a fu l l - t ime  
bas i s  received more help than i n  buildings where c l e rks  were 
shared. 
P r inc ipa l s  i n  every building reported the c l e r k  was 
nalways" productively occupied. 
In the  item included i n  the sect ion "General Office 
Work Done by the Clerku a l l  twenty-one s ing le  building pr in-  
c i p a l s  and twenty-seven pr inc ipa l s  who have two buildings 
reported t h a t  the  c l e r k  handles money. One pr inc ipa l  of two 
bui ld ings  and one principal-consultant  reported the c l e r k s  did 
not  handle money i n  t h e i r  buildings. The ways the  c l e r k s  
handle money a re  shown i n  Table I. 
Com~ents i n  addi t ion t o  the tabulated r e s u l t s  f o r  t he  
r : 
items under "general o f f i cen  work were a s  follows: 
1. S ix  pr inc ipa l s ,  one of whom was a  s ing le  building 
p r inc ipa l ,  reported t h a t  " s e l l s  suppl ies  d i r ec t ly  t o  
childrenn d i d  not  apply. 
2. Twenty-five p r inc ipa l s  reported t h a t  -handles c a f e t e r i a  
moneyw did  not  apply. Four of t h i s  group were s ing l e  
Building pr inc ipa l s  and three were principal-consult-  
an t s .  
3 .  Thirteen pr inc ipa l s  reported t h a t  "handles m i l k  moneym 
d i d  not apply. Three of these t h i r t e e n  responses 
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were from s ing le  building pr inc ipa l s ;  and three  addi- 
t i o n a l  responses were from principal-consultants ,  
In the  area of "typing," under 'General Office Work," 
the c l e r k  was reported a s  doing the various jobs a s  shown i n  
Table 11. 
h e  s i n g l e  building p r inc ipa l  reported "the agenda f o r  
s t a f f  meetingn d i d  no t  apply. One pr inc ipa l  of two buildings 
marked the item "types annual l e t t e r s  t o  teachersn a s  not  
applying 
Some p r i n c i p a l s  d i d  not  ind ica te  the frequency each 
item was performed so t o t a l s  do no t  always equal the number of 
quest ionnaires  returned.  
The c l e r k  has form repo r t  r e s p o n s i b i l i t i e s  i n  every 
building. Three p r inc ipa l s  d id  not  r e p l y  nyesn or "non t o  
t h i s  quest ion;  however, they d i d  answer a l l  items following the  
question. .- 
Table I11 shows the  items concerning repor t s  answered by 
the  p r inc ipa l s .  
The t h r ee  principal-consultants  reported the items nbus 
t ranspor ta t ion  public  and bus t ranspor ta t ion school d i s t r i c t w  
d i d  no t  apply i n  t h e i r  s i t ua t ions .  Eleven s ing le  building 
p r inc ipa l s  and eleven two-building pr inc ipa l s  indicated "bus 
t ranspor ta t ion  public" d i d  not  apply. Nine s ingle  building 
p r inc ipa l s  and t h i r t e e n  two-building p r inc ipa l s  marked "bus 
t r ~ n s p o r t a t i o n  school d i s t r i c t n  as not  a ~ ~ l ? i n g m  
TABLE I 
MCNFY MTDLFD BY CLFRKS, FREQUEt!CY OF PERFORMANCE, AND 
PiUMEE O r  BLILD1I:GS SFRVED, DES MOINES ELEMENTARY 
SCLCOLS , IOWA 1759-60 
Resgonnes 
. . 
. a 
Type of Performance : A l w ~ v s  Frea v :Oc v . Never 
TTI : S i n g l e  -wo- : Singl=wo- : Si Two- :Single Two- 
:Build- mild- : B u i l d -  ki ld-:Build-  Build- : B u i l d -  Build- :Build- B u i l d -  
. 
. 
Handles school . . . 
accounts : 14 19 . ? 6 :  3 3 . - - 7 3 
. . . 
Writes checks on . . 
school accounts . 8 10 : 4 1 1 3 . - 1 3 7 
. 
Makes bank deposits : 12 21 : 2 5 :  4 3 - - : 2 4 
. 
. 
. . 
S e l l s  supplies on : . . . 
order t o  teasers : I8 ?O . . 1 4 r 1 3 - 1 4 
. 
. . . 
S e l l s  supplies 3 . . 
direct ly  t o  : 4 7 1  3 :  2 1 : 2  - : 10 14 
. chudren . . z 
. . . 
. . 
Handles cafeteria : . . 


18 
All fifty-two buildings reported the clerk as being 
able to operate the duplicating machine. The clerk duplicates 
the following items as "General Office Workm as shown in 
Table n. 
One two-building principal marked the item *duplicates 
the principal's bulletinm as not applying. In addition, one 
single building principal and one two-building principal indi- 
cated "duplicates agenda for staff meetingsn did not apply. 
In the area of "miscellaneous duties performed by the 
clerk" the principals answered the questionnaire as shown in 
Table V. 
Three of the ten principals who indicated nring the 
bells from -the officeu did not apply were single building 
principals. Two principal-consultants said this item did not 
apply. One principal-consultant marked "distributed Tnesday 
r : 
bag materialsn as not applying with the added note that the 
clerk was not in the building that day, The items "give first- 
aid treatmentn and "take charge of lost and found itemsm were 
marked by one two-building principal as not applying. 
Many principals responded to the question, "What other 
office duties does the clerk perform?" The additional items 
listed by the three principal-consultants and the frequency 
the duty is performed are shown In Table VI. This table shows 
that one clerk frequently "keeps open supply cupboards stocked ; 
one clerk always "keeps inventories up to date;" one clerk 
TABLE IV 
TYPE AKD NUMBER OF DUPLICATOR OPERATING RESPONSIBILITIES 
PERFORMED BY THE CLERK AS REPORTED I N  RESPONSE TO 
QUESTIONNAIRE, DES MOINES ELEMENTARY SCHOOLS, 
IOWA, 1959-60 
A l w a v s  . re t l v  : Occas-Lonallv : Rare3 v . 
m 
Never 
Type of Duplicating :Single -wo- : S i n g y T w o -  : Single Two- : Single Two- : Single Two- 
Performance :Build- Build-: Build- Build-: Build- Build-: Build- Build-: Build- Build- 
I ng 
Agenda for s taf f  
. . : 
. 
Early dismissal . 
notices  : 16 25 : 2 5 :  1 1 :  1 - :  1 - 
I b I 
I b I 
... .*.. 
I f .  I 
I rr I 
.*.. t.... 
N \ o d  
I b N  
.............. 
3 0 9  
f b O '  
n 
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always "types any school c o r r e s p ~ n d e n c e ; ~  one c l e rk  always 
and one c l e r k  frequently "types mater ia ls  f o r  consultant  
services ;"  one c le rk  always "makes composite sheets  f o r  con- 
s u l t a n t  repor t s ; "  one c l e rk  frequently "types l e t t e r s  r e l a t ed  
t o  school business and consultant  j o b ; "  and two c l e rks  always 
"keep o f f i c e  b u l l e t i n  boards." This table  a l s o  shows t h a t  one 
c l e r k  f r equen t ly  "prepares mater ia ls  f o r  teacher workshops;" 
and one c l e r k  occasionally "types notes f o r  speeches. 
TABLE V I  
TYPE AND NUMBER OF OTHER OFFICE DUTIES PERFORMED BY CLERKS, 
DES MOINES ELEMENTARY SCHOOLS, IOWA, AS REPORTED BY 3 
PRINC IPAL-CONSULTANTS TO QUEST1 ONNAIRE , 1959-60 
l Keeps open supply . . . 
c u ~ b o ~ r d s  stocked . . 1 
Keeps inventories up : 
L to date  l 1 0 l :  
Types m y  school . 
c o r m e n c e  : I . 
Types mzter ia l s  f o r  . 
CO -t sprvices : 1 I . 
Makes c o m o s i t ~  sheets  : . 
f o r  consul tant  . 1 . 
r-ts . l 
T y p ~ s  l e t t e r s  r e l a t ed  : 
t o  school business : l . 
I ob . . 1 
Keeps off  i c e  b u l l e t i n  : 
bonrds 3 . 
Prepares mate r ia l s  f o r  : 
t e a a e r  w o r w a s  l 1 . 
. Types notes f o r  . l 
speeches . l . 1 . 
F i f t e e n  addi t ional  items were l i s t e d  by pr inc ipa l s  who 
a r e  assigned t o  two buildings. The items and frequency of 
performance, a s  l i s t e d  by the pr incipals ,  a re  recorded i n  
. Table V I I .  
TABLE VII 
TYPE AND NUMBER OF ADDITIONAL OFFICE DUTIES PERFORMED BY 
CLERKS, DES WOINES ELEMENTARY SCHOOLS, IOWA, AS REPORTED 
I N  REPLY TO QUESTIONNAIRE, 1959-60 
(TWO-BUILDINGS) 
- - - - -  -- - - - 
. 
. 
Descript ion of Duties . . 
: Always :Freauentlv :Occ&onqJlv 
. 
. . 
. 
Keeps open supply cup- . 
boards stocked 4 . 
Keeps o f f i c e  b u l l e t i n  . . 
boards . 3 
Daily b u l l e t i n s  t o  . . . 
s 3 
Conpiles i tems con- . . 
t r i bu t ed  t o  school . . . 
terw s 
with 
. . . 3 
. 
. 
parents  i n  o f f i c e  u n t i l :  . 1 . 
p r  
Du?~%s monthly news- 
a 1  arrives  . . . 
. 
arents . 3 . . 1 . 
Drives f o r  payrol l  . 
. 3 . . 3 
. . 
t3 o f f t c e  . . 1 . 
. 
order t o  W r v  : 3 
from P.T.A. : 3 . . 
Y ~ k e s  family f i l e  and 
keebs it UD t o  a- 3 
. . 
. 
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TABLE V I I  (continued) 
. 
. Two-bu i l~nns  
Descript ion of Duties . . 
. lwavs :Freauent] v: O c c a s i o w  
Keeps an attendance . . 
2 check up t o  da t e  f o r  : 
pr inc ipa l  ' s use . 
. * 
. 
Helps In checking in . . . 
l i b r a r v  books . . 3 
. 
. . 
Makes c a f e t e r i a  r e ~ o r t s  : 3 . 
Twenty-four d i f f e r e n t  addit ional  duty items were l i s t e d  
J 
and frequency of times of performance by s ing le  building prin-  
c ipa l s .  These items are  shown i n  Table V I I I .  
The second major p a r t  of the  questionnaire d e a l t  with 
work done by the c l e rk  d i r e c t l y  f o r  teachers.  A l l  t he  pr in-  
c i p a l s ,  with one exception, answered "yesw t o  the  quest ion,  
"Does t he  c l e r k  do any work d i r e c t l y  f o r  teachers?" The one 
negat ively  ansvered questionnaire d i d  have responses f o r  every 
questioned item a s  t o  the  frequency each job was performed. 
It was s t a t e d  i n  the questionnaire t h a t  the  work done f o r  the  
teachers by the c l e rk  would f i r s t  be cleared through t h e  
p r inc ipa l .  
Table I X  shows typing jobs done by the  c l e rk  f o r  
teachers  and how often the  c lerk  does the jobs. 
In answer t o  the  question, "Does the c le rk  check any 
standardized tes t s?"  s i x  questionnaires were answered "yes. n 
TABLE VIIT 
TYPE AND NUMBER OF ADDITIONAL OFFICE DUTIES PERFORMED BY 
CLERKS, DES MOINES ELEMENTARY. SCHOOLS, IOWA, AS REPORTED 
BY SINGLE BUILDING PRINCIPALS IN REPLY TO 
QUESTIONNAIRE, 1959-60 
. . 
pe~€ZAXZtion of Jhtjes A1 wavs : F r e w n t J  v: O c c a s i ~  
. 0 
Fakes caf e t e r j  a  r e ~ o r t s  1 . 
Cal l s  H i l l i s  School d a i l y  : 
and r e p o r t s  number want- : 
. 3 . 
Col lec t s  a r t  fees and makes: . . 
r e ~ o r t s  1 . 
. 
Does a l l ~ e e a ~  0 . 3 . 
t e s  mate r ia l s  3 
Orders v i sua l  a i d  
mate r ia l s  . 1 
Charge of t r a n s f e r s  and . 
new n u l s  . 1 
. 
. s list . 1 . . 
S t .  s p p c i ~ l  education . 
attendance r e ~ o r t s  . I 
City-wide bus ~ i c k u r  
. es . 3 . . 
Taxi cab  t r ~ v e l  
R e ~ o r t s  fo r  P.T.A.  1 
Ticket sales f o r  fun 
oom renor t s  . 3 . 
. 
a 1  t i c k e t s  . 3 . 
. e s  m e a  t i c k e t s  . 3 
. 
S e r a c e s  l i d d  -tor : 1 . . 
TABLE V I I I  (continued) 
. 
. . 
D e s a t q o n  of Duties . wavs ~ e n t l  p: O c c a . s i o w  
. . 
Keeps suppl ies  f o r  l i q u i d  
. 
. . 
. dup l i ca to r  . 1 . . 
. . 
. 
Checks v i s u a l  a i d s  in and : . . 
out  . I . . 
. . 
Checks o rde r l i ne s s  of . . 
mate r i a l s  . 1 . • 
. 
~ u ' t s  da t e s  on attendance : . . 
b m  1 . 
. 
Teaches paren t  how t o  use : . . 
dupl ica to r  f o r  P.T.A. . . 1 
in . 
. 
Receives v i s i t o r s  t o  o f f i ce :  . 1 
These six af f i rmat ive  r e p l i e s  were from two-building p r inc ipa l s .  
Twenty-one of the forty-four answering "non t o  the quest ion 
were s i n g l e  building pr incipals .  The three  principal-consult-  
a n t s  answered -now t o  the question. This question was no t  
answered on two of the questionnaires.  
The quest iannai re  asked i f  c le rks  helped teachers  do 
r epo r t s  a s  t o  recording kinds of data.  The quest ions asked 
were i n  regard t o  recording heights  and weights on r epo r t  
carda,  recording standardized t e s t  da ta  on test cards,  and 
making composites of t e s t  t a l l i e s .  Table X shows how these  
quest ions were answered. 

TABLE X 
ANSWERS RECEIVED FROM PRINCIPALS I N  REPLY TO QUESTION, nDOES THE 
CLERK FECOFiD EIGHTS AND WEIGHTS ON REPORT CARDS?," DES MOINES 
ELEIENTARY SCHOOLS 3 IOWA 1959-60 
. 
. Alwavs . reauentlv : O c c w  Iv : Rarelv : Never 
Description of Duties : s l e  Two- :Single Two- :Single Two- 
: h i l d -  Build-: Build- Build-: Build- Build- :Build- Build-:Build- Build- 
ing 
. . . . 
4 . 
Records heights  and : . . 
weights on r epor t  : - 5 g - 1 :  - 3 : 2 3 : 19 
. . 
25 
c& . 4 
. 
. 
Records standardized : 
t e s t  data 2 
Makes a composite . 
of t e s t  t a l l i e s  : 8 
- -- 
NOTE: Each question i n  t h i s  area was reported a s  not applying by one respondent. 
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Answers t o  the question about f i l i n g  help the c l e r k  
gives  the  t eachers  showed the r e s u l t s  recorded i n  Table X I .  
Several  p r inc ipa l s  made a  notat ion by t h e i r  "never" 
responses t o  " f i l e s  t e s t  cards,' saying the  teachers kept 
these cards  i n  t h e i r  own desks. 
The p r inc ipa l s  indicated the number of times c l e r k s  
helped teachers  en t e r  or  t r ans fe r  pupils  as  shown i n  Table 
X I I .  
The c l e r k  helps the  teachers with t h e i r  dupl ica t ing of 
worksheets and teacher-made t e s t s  a s  frequently as  shown i n  
Table XIII. 
Miscellaneous du t ies  the c le rk  does f o r  teachers and 
frequency of performance a r e  recorded i n  Table XIV. 
Seventeen pr inc ipa l s  marked the question, "Tune in 
r ad io  programs from o f f i c e  manualn a s  no t  applying with the  
nota t ion they d i d  not have t h i s  system i n  t h e i r  s i tua t ion .  
Additional du t i e s  being done d i r e c t l y  f o r  the  teacher 
by the  c l e r k  a s  l i s t e d  by the pr incipals  a r e  shown in Table 

TABLE XI1 
ANSWERS RECEIVED FROM PRINCIPALS IN REPLY TO QUESTION, "DOES THE 
C U R K  TYPE UPPER PORTION OF O . R .  CARD? ," DES MOINES 
ELELWNTARY SCHOOLS, IOWA, 1959-60 
. 
. Alwavs : Freata t : 0 o : Rarelv . Never 
Typing I h t i e s  m :Single -wo- : S i n g l e 2  :Single Two- :Single Two- 
: h i a d -  h i l d - :  B u i l d -  h i l d - :  Build- B u i l d -  :Build- B~ild--:Build- Build- 
Types upper portion : 
of O.R. card 
. 
Hakes out nurse's . . . . . 
. card 8 14 : 7 4 :  3 - 5 :  6 8 
. . . 
. kes out test  card 9 13 . 7 9 . 2 7  3 - .  5 6 . 
. 
. 
Makes out basic . . . . 
r e a u n a  card : 8 17 : ? 4 :  1 3 : 2 7 :  8 10 
. 
Types u ~ p e r  part of : . . . 
tive record . 8 17 ; 7 6 . ? 6 . 7 :  7 4 
. . 
. . 
Requests birth . . . 
c-icatea 9 16 : 9 7 : 2 4 - - .  1 4 
. 
Requests records from : . . 
. - - .  
. . 
out  t r w a  7 6 :  7  8 . 6 8 3 3 :  6 7 
TABLE X I 1 1  
ANSWERS FXCEIVED FROM PRINCIPALS I N  REPLY TO QUESTION, "DOES THE 
CLERK DUPLICATE FOR THE TEACHERS?, I' 
DES HOINFS ELEMENTARY SCHOOLS, 
IOMA,  1959-60 
. . 
v : Rarelv : Never 
Types of Duplicating : o- :Single Two- :Single Two- 
Duties :Build- Build-: Build- Build-: Build- Build-:Build- Build-:Build- Build- 
s - Inn : -2 : ine : inn ine : ae: 
. 
. 
Teachers ' worksheets . - 2 :  5 11 : 11 7 :  4 6 :  1 5 
. 
-- - - - - - - -  
. . 
Teacher-made tests - - :  4 8 : 12 12 : 3 7 :  2 4 
TABLE XIV 
MISCELLANEOUS D U T I E S  PFRFORMFD BY CLERKS AS INDICATED BY PRINCUPALS I N  REPLY TO 
Q U l  ST IO'Zt:AII;iE, SEriT TlCl DF'S :$OIKr:F:S ELEMENTARY SCHOOLS, IOWA, 1959-60 
. 4 
A 1 vs ea 1v :Occ R elv Never 
Types of FAscel lancous :Sing? Two- . SinRl?Two- : S i n s o -  v :  Two- :S ing le  Two- 
Duties :Eui;d- Euild-:Fui?d- Build-:Euild- Bui ld-  :Build- Build-:Ehild- Bui ld-  
k n ~  i n a  
. 
. . 
Receive p a r e n t  . . . 
t ~ l e ~ h o n e  c d  1s . 6 4 : 17 39 : 2 7 1 - - 3 
. . . 
Tune i n  r a d i o  programs : . . 
f r o f f i c e l  : 8 9 :  4 4 : -  1 ? . 3 4 
Type g e n e r ~ l  i n fo rma t ion :  . . . 
on census  and guidance: . . 
c a r d s  10 : 2 6 : 1  3 . 7 7 : 4 5 
Type and d u p l i c a t e  . . 
consen t  s l i p s  f o r  
t r i p s  f o r  younger 3 :  4 7 f 3  7 j 5  2 f 8  10 
chjidren - . 
Make r o u t i n e  t e l ephone  : . . 
c a l l s  f o r  f i l m s  : 1 3 1  3 9 I 3  2 4 6 i 11 8 
schedul ing  c o n f e r ~ n c e s :  . . 
and trips . . 
TABLE XV 
ADDITIONAL DUTIES DOKF DIRECTLY FOR THE TEACHERS BY THE CWRK 
AS LISTED BY TkF PRIFiCIFALS IK REPLY TO QUESTIONNAIRE, 
DES MOIbfFS ELElBPITARY SCHOOLS, IOWA, 1959-60 
. 
. a s  : Freauentlv : Occasional1 v 
Descript ion of A d d l t i o n ~ l  Duties :Single Two- : Single Two-:Single Two- 
:Build- Build- : Build- Buil&:Build- Build- 
Study helps  f o r  t eachers  
Lines cha r t  paper 
Cuts l e t t e r s  f o r  b u l l e t i n  boards 
Covered e a s e l s  
Writes r e c e i p t s  f o r  a r t  f e e s  and workbooks 
beginning of semester 
Completes insurance forms 
Types i n s t ruc t ions  on f i r e  d r i l l  cards  
Types r epo r t s  f o r  teachers  on curriculum 
committees 
Checks all records f o r  t r a n s f e r s  f o r  accuracy and 
complete information 
Keeps curriculum mater ia ls  up t o  d a t e ,  i n s e r t s  
cor rec t ions  and addi t ions  i n  guides 
C a l l s  parents  of s i ck  chi ldren 
Types and dupl ica tes  co l l ec t ions  of s t o r i e s  
Gets mate r ia l s  f o r  teachers  from f  i l -es  
Keeps teacher i l l n e s s  records 
Receives s u b s t i t u t e  teachers  
S e l l s  lunchroom t i c k e t s  
Punches lunchroom t i c k e t s  
Yakes out notes f o r  announcements of community, 
such a s  scouts ,  campfire, e t  c e t e r a  
TABLE XV (continued ) 
'I wavs : Freauent lv  : occasion all^ 
Descript ion of Additional Duties :Single Two- : Single Two- : Single Two- 
:Build- Build- : Build- Build- : Build- Build- 
: ing ing. inn  e: . 3 . n ~  . . 
Supervises playground 
Schedules 1 
Counts at pamphlets 
Counts number of f ami l i e s  in d i s t r i c t  
L i s t s  o l d e s t  and only ch i ld ren  by rooms 
Assembles suppl ies  and mate r ia l s  f o r  workshop 
Checks on needed suppl ies  and d i s t r i b u t e s  
them 
Confirms appointments with parents  f o r  teacher 
Puts da te s  on d a i l y  attendance forms 
Checks ou t  reference books 1 
CHAPTER IV 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
It was t h e  purpose of t h i s  study t o  make a survey of 
the  d u t i e s  performed by t h e  c l e r k s  i n  the  Des Moines Independ- 
e n t  Community Elementary Schools. The d u t i e s  were c l a s s i f i e d  
under t h e  headings "General o f f i c e  work done by the  c l e r k n  and 
"Work done d i r e c t l y  f o r  teachers  with approval by the  pr in-  
c i p a l .  
I. SUMMARY ! 
An i n v e s t i g a t i o n  of what a u t h o r i t i e s  believed t o  be 
e s s e n t i a l  and p e r t i n e n t  t o  the  d u t i e s  of c l e r k s  i n  pub l i c  
elementary schools  was made by examining profess ional  t e x t -  
books, jou rna l s ,  handbooks, and pamphlets. Information 
concerning t h e  organiza t ion  of c l e r i c a l  he lp  i n  the  Des Moines 
elementary schools  was obtained through Fnterviews w i t h  one of 
t h e  men who was respons ib le  f o r  c l e r i c a l  he lp  i n  t h e  schools .  
In a d d i t i o n  information was obtained through the  use  of a qnes- 
t i o n n a i r e  s e n t  t o  t h e  Des Moines elementary school p r i n c i p a l s .  
From these  sources a comparison was made t o  show t h e  
number of c l e r i c a l  d u t i e s  performed i n  bvi ld ings  served wi th  
a f u l l - t i m e  c l e r k  and bui ld ings  where the  se rv ices  of the  clerks 
were shared.  
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11. CONCLUSIONS 
From t h e  survey it was concluded: 
1. That a l l  c l e r k s  i n  the  elementary bui ld ings  were 
always product ive ly  occupied. 
2. That d i f f e rences  i n  p r i n c i p a l s 1  schedules accounted 
f o r  a  l a r g e  v a r i a t i o n  i n  c l e r i c a l  d u t i e s .  
3. That c l e r k s  performed a wide v a r i e t y  of d n t i e s .  
4. That c l e r k s  who were employed i n  more than one bui ld-  
ing  d i d  many of the  same jobs as  c l e r k s  employed i n  
j u s t  one bui lding.  
5. That c l e r k s  i n  bui ld ings  with c a f e t e r i a s  spent  much 
time wi th  c a f e t e r i a  fnnct ions.  
6. That a l l  c l e r k s  operated the dup l i ca t ing  machine. 
7. That c l e r k s  employed i n  more than one bui ld ing  were 
n o t  a b l e  t o  perform d u t i e s  t h a t  occur d a i l y .  
8. That c l e r k s  who were employed i n  more than one bui ld-  
ing  d i d  a s  var ied  work d i r e c t l y  f o r  t eachers  a s  d i d  
c l e r k s  who a r e  employed i n  one bui lding full time. 
9 .  That  a l l  c l e r k s  had r e s p o n s i b i l i t y  i n  completing forms 
a s  genera l  o f f i c e  work. 
10. That c l e r k s  i n  bui ld ings  having s p e c i a l  educat ion 
c l a s s e s  had a  wide v a r i e t y  of d u t i e s  p e r t a i n i n g  
t o  t h e  s p e c i a l  education c l a s s e s .  
11. That checking of standardized t e s t s  was n o t  a  duty  of 
c l e r k s  i n  for ty- four  of t h e  f i f t y  schools.  
111. RECOMMENDATIONS 
The following recommendations a re  made: 
1. That a s tudy of c l e r i c a l  du t ies  a s  revealed i n  t h i s  
p r o j e c t  be made by a committee whose members repre- 
s en t  p r inc ipa l s ,  c le rks ,  and teachers.  This committee 
could s e t  up a uniform l i s t  of routine d u t i e s  t o  be 
done by a l l  c le rks  i n  a l l  buildings. 
2. That d i r ec t ion  of the committee work be under one head. 
3. That a  permanent committee be organized so t h a t  rev i -  
s ions  can proceed regular ly  and not  be dependent upon 
spasmodic a t  tent ion.  
4. That a  manual be developed t o  include: 
a. d i r ec t ions  f o r  completing printed forms used in 
the  elementary schools 
b. standard procedure f o r  d i f f e r e n t  forms of l e t t e r s  
c. procedure and form used by teachers e n l i s t i n g  
c l e r i c a l  help 
d .  d i r ec t ions  concernlng whom t o  c a l l  f o r  information 
i n  spec i f i c  areas such a s  requ is i t ions ,  d e l i v e r i e s ,  
Department of Pupil Adjustmnt.  
5. m a t  i n  addi t ion t o  a manual, a pre-service t r a i n i n g  
program be ins t igated t o  acquaint new c l e rks  with 
usual  building respons ib i l i t i e s .  
37 
6 ,  That the committee keep, in writing, a record of 
its proceedings so that other systems faced with 
a like problem might utilize the values and 
techniques which this committee may evolve. 
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APPENDIX 
COPY OF LETTER SENT TO PRINCIPALS, DES MOINES 
PUBLIC ELEMENTARY SCHOOLS 
September 28, 1960 
Dear Pr inc ipa l :  
Is the  c l e r k  i n  the  building or buildings of which you 
a re  p r inc ipa l  worth her  "weight i n  gold" or  a "jeweln a s  
expressed by some? What does she do t o  deserve such pra ise?  
DO most of he r  d u t i e s  e n t a i l  general o f f ice  work or do the  
teachers i n  t h e  building receive considerable help, too? What 
does t he  c l e r k  do a s  general  o f f i ce  work and help f o r  the  
teachers i n  your s i t u a t i o n ?  
In p a r t i a l  f u l f i l lmen t  of the requirements f o r  the  
Degree Master of Science i n  Education, I am w r i t i n g  a f i e l d  
report on c l e r i c a l  d u t i e s  i n  Public Elementary Schools i n  Des 
Yoines. 
Enclosed i s  a check l i s t  questionnaire covering many of 
the d u t i e s  c l e r k s  perform i n  elementary schools throughout t h e  
nation. I f  you a r e  p r inc ipa l  i n  more than one school, two 
quest ionnaires  have been enclosed. It i s  understandable t h a t  
the  d u t i e s  performed In both schools would not  necessar i ly  be 
the same. 
The d a t a  gathered through t h i s  questionnaire w i l l  remain 
conf iden t ia l  as  a p ~ r t  of the information i n  t h i s  f i e l d  repor t .  
It i s  hoped t h a t  conclusions can be drawn from t h i s  inves t iga t ion  
t ha t  w i l l  f u r t h e r  the se rv ices  of c l e r i c a l  help fo r  the prin- 
c i p a l ~  and teachers  i n  the Des Molnes Elementary Schools. 
Sincerely yours, 
Enc . 
Mary P. Kaiser 
A SURVEY OF THE DUTIES OF CLERKS IN THE DES MOIlYES 
ELEMENTARY SCHOOLS 
Direc t ions  fo r  completing the  questionnaire 
please answer a l l  quest ions by checking (XI e i t h e r  yes or no. 
Circ le  the  appropr ia te  symbol a s  t o  the frequency of times 
each job i s  performed by the  c lerk .  
A always, F f requent ly ,  fi occasionally, B ra re ly ,  1 never. 
- 
1f an item does not  apply i n  your s i t ua t ion  draw a  l i n e  
through a l l  responses. 
Example: I f  you have no ca fe t e r i a  --- 
handle c a f e t e r i a  money?. . . . . . . 
I f  d u t i e s  o ther  than those mentioned are  performed by the  
c le rk  i n  your building (3) please l i s t  under category "other 
duties." 
Please respond a s  of the 1959-60 school year because severa l  
of the  items w i l l  not  have been encountered i n  the current  
year. 
The following t h i r t e e n  areas  a re  c l a s s i f i ed  "General o f f i c e  
work done by the  clerk." 
1. Are you a s ing l e  building pr incipal?  PES-NO- 
2. Do you have a c l e r k  ful l - t ime? YES-N 0- 
3 A r e  you a pr inc ipa l  i n  two buildings? YES-NO- 
4. A r r  you s pr inc ipa l  and a consultant? YES-RO- 
5 Does the  c l e r k  i n  t h i s  building handle 
money? YES-NO- 
I 
6. If t h e  c l e r k  does handle money does she 
handle school accounts? . . .  A F 0  R N 
wr i t e ' checks  on school accounts? . .  A F 0 R N 
make bank deposi ts?  . A F 0 R N 
sell suppl ies  on order t o  teachers? . . A F 0 R N 
s e l l  suppl ies  d i r e c t l y  t o  children? . . A F 0  R N 
handle c a f e t e r i a  money? . . .  A F 0  R N 
handle milk money? . A F 0 R N 
7. In t h e  area of typing does the c le rk  type the 
p r i n c i p a l ' s  b u l l e t i n s ?  . A F 0  R N 
. . . .  agenda f o r  t h e  s t a f f  meeting? A F 0 R N 
e a r l y  d i smissa l  no t ices?  . A F 0  R N 
annual l e t t e r s  t o  teachers? . A F 0 R N 
1. 
orders  f o r  f r e e  curriculum materials? . A F 0 R N 
8. Does the  c l e r k  have form repor t  respon- 
. . . . . . . . . .  s i b i l i t i e s ?  
. . .  monthly r e p o r t s  on attendance? A 
. . . . . .  annual book inventory? A 
. . . . . . .  payro l l - t eacher ' s?  A 
. . . . . . .  payrol l -cus todian 's?  A 
. . . . .  h s  t ranspor ta t ion-publ ic?  A 
I 
bus t ransportat ion-school  d i s t r i c t ?  . . A 
. . . . . .  requisitions f o r  books? A 
. . . . .  requisitions f o r  supplies? A 
pickup s l i p s ?  m . . . . . .  A 
l i b r a r y  orders-composite (since 1959)? . A 
YES-NO- 
F O R H  
F O R N  
F O R N  
F O F i N  
F O R N  
F O R N  
F O R N  
F O R N  
F O R K  
F O R N  
order f o r  mate r ia l s  out of fund #357~C? A F 0 R N 
supply inventory? . . . . . . . .  A  F 0 R N 
9 ,  Does the  c l e r k  operate the  duplicat ing 
machine? .  . . . . . . . . . .  YES-NO- 
10. ~f the  c l e r k  does operate the  duplicator  
does she 
dup l i ca t e  the  p r i n c i p a l ' s  bu l le t ins? .  . A F 0 
dup l i ca t e  agenda f o r  s t a f f  meetings?. . A F 0 
dup l i ca t e  e a r l y  d ismissal  notices? . . A F 0 
11. In the  a r ea  of miscellaneous du t i e s  does the c l e rk  
monitor t he  radio?. . . . . . . .  A  F 0 
. . .  r i ng  t h e  b e l l s  from the of f ice?  A  F 0 
. . . . . .  d i s t r i b u t e  mail da i ly?  A F 0 
d i s t r i b u t e  Tuesday bag materials? . A F 0 
take telephone c a l l s ?  . . .  A F 0 R N 
. . .  make appointments f o r  principal? A F 0 R N 
. . . . .  d o t h e o f f i c a f i l i n g ?  . A  F 0 R N 
give f i r s t - a i d  treatment? . . .  A F 0 R  
. . .  l i b r a r y  typing (ca rds -en t r ies )?  A  F 0 R N 
t ~ k e  charge of l o s t  and found items? . A F 0 R N 
12. What o the r  o f f i c e  d u t i e s  does  the c le rk  perform? 
Please  l i s t .  
A F O R N  
A F O R N  
A F O R N  
A F O R N  
A F O R N  
A F O R N  
13. DO you f e e l  t he  c l e r k  i n  your building i s  
product ively  occupied? . . . . . .  A F 0 R N 
These nine a r e a s  a r e  c l a s s i f i ed :  "Work done d i r ec t ly  fo r  
teachers by the  clerk."  Work i s  cleared through principal.  
14, Does t h e  c l e r k  do any work d i r e c t l y  for  
. . . . . . . . . .  teachers? YES-NO- 
5 .  In t he  a rea  of typing does the c lerk  type 
worksheets? . . . . . . . .  A  F 0 R H 
t e a c h e r m a d e t e s t s ? .  . . . . . .  A  F 0 R N 
c l a s s  l i s t  f o r  homeroom use? . . . .  A F 0 R N 
c l a s s  l i s t  on d a i l y  attendance form? . A F 0 R N 
f a i l u r e  l e t t e r s  t o  parents? . A F 0  R N 
orders  f o r  s p e c i f i c  f r e e  curriculura 
mater ia l s?  . . . . . . . . .  A  F 0 R N 
pup i l s1  names on progress reports? . . A F 0 R N 
permanent seatwork? . . . . . .  A F 0 R 
16. Does t h e  c l e r k  check any standardized 
t e s t s ? . . . . . . . . . . .  PES-NO- 
17. As t o  r e p o r t s  does the  c le rk  record 
he ight  and weight on repor t  cards? . . A F O R N  
standard t e s t  da ta?  . . . . ~  A F O R N  
make a compositr of t e s t  t a l l i e s ?  A  F O 
18. Does the c l e r k  handle f i l i n g  i n  these areas 
emergency sheets? . . . . . . .  .A F 0 R N 
o f f i c e  record cards? . . . . .  .A F 0 R N 
n u r s e ' s c a r d s ? .  . . .  .A F o R N 
t e s t  cards? . . . . . .  .A F 0 R N 
19. When pupi l s  en ter  o r  t ransfer  does the clerk 
type upper port ion of 0.R.  card? . .A F 0 R N 
make out nur se ' s  card? . . . .  .A F 0 R N 
make out  t e s t  card? . . . .  .A F 0 R N 
. . .  make out basic reading card? .A F 0 R N 
i 
type upper p a r t  of cumulative record? .A F 0 R N 
request  b i r t h  c e r t i f i c a t e s ?  . .A F 0 R N 
request  records from former schools? .A F 0 R N 
make out t r ans fe r s?  . . .  .A F Q R N 
20. Does the c l e r k  dupl ica te  for  the teachers in 
these ways: 
. . . . . . . . .  worksheets? .A F 0 R N 
. . . . . .  teacher made t e s t s ?  .A F 0 R lT 
21. I n  the  a rea  of miscellaneous duties does the clerk 
. .  receive parent  telephone ca l l s?  .A F 0 R N 
tune i n  r ad io  programs from off ice  
. . . . . . . . .  manual? .A F 0 R B 
type general information on census and 
. . . . . .  guidance cards?. .A F 0 R 
type and dupl ica te  consent s l i p s  for  
. .  t r i p s  fo r  younger children? .A F 0 R N 
make rou t ine  telephone c a l l s  for  films, 
scheduling conferences and t r ips?  . A F o R N 
22. What o the r  d u t i e s  a r e  done d i r e c t l y  fo r  the 
teachers  by the c le rk?  Please list.  
A F O R N  
A F O R N  
A F O R N  
A F O R N  
